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Q&D - Office of Water - Water Quality Standards Unit Records Disposition 

Schedules 

The administrative record is required for issuance of 
draft and final permits for Prevention of Significant 
Deterioration (PSD), Resource Conservation and 
Recovery Act (RCRA), National Pollutant Discharge 
Elimination System (NPDES), and Underground 
Injection Control (UIC), when EPA is the permitting 
authority. The record includes the permit application, 
draft permit or notice of intent to deny, statement of 
basis and documentation, the environmental impact 
statement (NPDES only), comments received during 
the public comment period, public hearing transcripts 
and related documentation, and the final permit.
Includes NPDES except minors, pretreatment, ocean 
dumping, section 404 dredging and fill, PSD, and 
TSCA PCB disposal.

06/30/2007

The purpose of the administrative record is to 
document preregulatory and nonregulatory risk 
management decisions. It contains meeting notes and 
summaries, correspondence, press releases, reports, 
and public comments. The records are available to the 
public except for information excluded by statute.

Excludes: Superfund site-specific administrative 
records covered by EPA 019 and administrative 
records for permits covered by EPA 210.

06/30/2007

records include all correspondence and related records 
pertaining to the award, administration, receipt, 
inspection and payment of any and all contracts to 
which EPA is a party and which are maintained and 

10/31/2008

issuance of 

Close inactive records at issuance of 
administrative record.

Destroy 10 years after file closure.

Close inactive records at the conclusion 
of a significant action.

Transfer nonelectronic records to the 
National Archives 20 years after file 
closure.

Transfer electronic records to the 
National Archives 5 years after file 
closure, with any related 
documentation and external finding 
aids, as specified in 36 CFR 1228.270 
or standards applicable at the time. 
Delete EPA reference copy 20 years 
after file closure. If record is 
microform, destroy paper after quality 
assurance is completed.

Close inactive records upon filing of 
final invoice or completion or 
termination of the task order or work 
assignment.
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includes reviews and audits conducted by the 
Financial Analysis and Rate Negotiation Service 
Center (FARSC).

275.

Representative (COR)
Formerly called Project Officer (PO)

Formerly called Delivery Order 

01/31/2008

referred to Office of Regional Counsel or other offices 
with enforcement authority, for action against a 
pollution source or discharger. Includes 
correspondence, meeting documentation, 
inspections, field notebooks, evaluations, 
documentation of administrative actions including 
notices of violation, notices of deficiency, information 
requests, warning letters, administrative compliance 
orders, documentation of civil and criminal actions; 
corrective action orders, attorney work products, 
case summaries, pleadings, state and local 
enforcement records, settlement documents 
including consent decrees.
Excludes: Superfund site-specific and oil spill site-
specific enforcement actions scheduled as EPA 025 
and EPA 480, respectively.

02/29/2008

Close inactive records upon filing of 
final invoice or completion or 
termination of the task order or work 
assignment.

Destroy 6 years and 3 months after 
final payment for the overall contract.

upon issuance 

Archives in 5 

Close inactive records upon decision 
to not publish or issue.

Destroy 10 years after file closure.

case.

closure.

Close inactive records upon 
settlement or closing of case.

Transfer to the National Archives in 5 
year blocks 20 years after file closure. 
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Electronic copy of records transferred to the 
National Archives
Includes cases as designated by the Regional 
Administrator's designee.

of records 

2/28/2011

types of agreements with other federal, state, or 
local government agencies, universities, non-profit 
organizations, Tribes, and other institutions to 
which EPA is a party, and that support EPA's 
environmental programs (other than Superfund site
-specific, and waste water construction and state 
revolving fund grants). Specific types of 
agreements include assistance agreements, grants, 
cooperative agreements, interagency agreements, 
agreements for "guest" workers, and other types of 
program support agreements administered by 
headquarters or EPA regions and that provide for 
research, demonstration projects, training, 
fellowships, investigation, surveys, studies, or 
other types of program support activities.

7/31/2010

case.

Close file upon transfer to the 
National Archives.

Delete after electronic record copy is 
successfully transferred to the 
National Archives.

upon 

upon 

Close inactive records upon 
completion of project.

Destroy 7 years after file closure.

Close inactive records immediately 
after closeout of the agreement. 

Destroy 10 years after file closure.
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documentation of significant actions and decisions 
relating to and supporting the award of 
agreements, documentation of actions and 
decisions relating to the competition of 
agreements, announcements and solicitations of 
funding opportunities, justifications, requests and 
justifications for the non-competitive award of 
agreements, cost estimates, scopes of work, 
correspondence, applications, pre-award reviews, 
funding decisions, award documentation, 
documentation relating to the evaluation of 
proposals and applications, conflict of interest 
documentation, transmittal correspondence, 
agreements, agreement oversight activities, non-
compliance documentation, dispute 
documentation, audit records, closeout 
documentation for completed agreements; and 
reports and evaluations resulting from 
agreements.

Excludes: Final products and deliverables (EPA 
258), Superfund site-specific grants and 
agreements (EPA 001), and waste water 
construction and state revolving fund grants (EPA 
232). 

1/31/2011

procedures; 

materials. Also 

organization 

12/31/2009

at the end of 

Archives 5 

external 

standards 

Close file upon transfer to the 
National Archives.

Delete after electronic record copy 
is successfully transferred to the 
National Archives.

Close inactive records at end of 
calendar year.

Destroy 5 years after file closure.
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and guidelines

06/30/2007

in house by individuals, 

coastal zone 

7/31/2010

1/31/2011

used to oversee programs operated in lieu of a 

N1-412-07-1/9 

20 years 

years after file 

Close inactive records upon 
decision to not publish the 
regulation, standard, or guideline.

Destroy 10 years after file closure. 
If record is microform, destroy 
paper after quality assurance is 
completed.

Close upon completion of study.

Destroy 7 years after file closure.

at end of 

of 

Archives 5 

Close file upon transfer to the 
National Archives.

Delete after electronic record copy 
is successfully transferred to the 
National Archives.

Close inactive records at end of 
year.
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used by Agency personnel in planning, 
preparing, writing, arranging, and conducting 
training programs for EPA and non-EPA 
employees, including state and other federal 
agency personnel. Records consist of working 
files generated during training development 
phase, training workgroup meeting notes, 
correspondence, training participation surveys 
and rosters, instructional materials, manuals, 
and other training aids.

Excludes: Records for training administered 
by the Personnel program scheduled as EPA 
571.

Includes training course plans and materials 
used for personnel and management 
training unrelated to the environmental 
missions of the Agency.

materials - Nonelectronic.
Includes training course plans and materials 
used for training in functions or activities 
related to the environmental goals of the 
Agency and its programs.

materials - Electronic. Includes training 
course plans and materials used for training 
in functions or activities related to the 
environmental goals of the Agency and its 
programs.

04/30/2012

biennial reports - Electronic
Excludes: State 305(b) water quality reports 
submitted to Congress by the Headquarters 

2/28/2011

superseded.

Close file upon transfer to the 
National Archives.

Delete after electronic record 
copy is successfully transferred to 
the National Archives.

at end of 

at end of 

specified 

time.

transferred to 
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est oy 0 yea s a te e
closure.
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